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Would you like to make sure your loan request is processed as fast as possible?

ICMA-RC knows the answer is “YES!” Follow the steps shown below to ensure we are able 
to process your request in a timely fashion. Most plans now allow you to submit loan requests 
electronically, enabling ICMA-RC to process your request immediately. If you’re in a hurry,  
please consider submitting your loan request online. 

ONLINE REQUESTS

1.	 Access your account online at www.icmarc.org/login

2.	 Click the Loans link under the My Account tab

3.	 Click Model a Loan and then follow the steps to complete your request

PAPER REQUESTS

1.	 Review the disclosures in the Additional Information section of this packet

2.	 Complete the Maximum Loan Amount Worksheet

3.	 Complete each section of the enclosed New Loan/Refinance Application Form

4.	 Obtain an authorized employer signature in Section 4 of the form

5.	 Fax or mail the completed form to ICMA-RC

Fax:	� ICMA-RC  
ATTN: Workflow Management Team 
202-682-6439

Mail: 	� ICMA-RC 
ATTN: Workflow Management Team 
P.O. Box 96220 
Washington, DC 20090-6220

Please keep a copy of the completed form for your records.

TIMEFRAME FOR PAYMENTS
Provided that your request is received in good order, with all required signatures and information, 
the check and associated loan documents will be sent within 3 business days. If you submit your 
request electronically via Account Access prior to 4:00 p.m. Eastern Time, your check will likely 
be sent the following business day.

NEW LOAN/REFINANCE APPLICATION FORM
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Maximum Loan Amount Worksheet
The maximum amount you can borrow from your account is $50,000 or 50% of the account balance, whichever is less. However, the 
amount must be reduced by your highest outstanding loan balance over the past 12 months (which, only applies if you have previously 
taken a loan from a 457 or qualified 401 plan). The minimum amount you can borrow is $1,000.

EXAMPLE 1
Michael has never taken a loan from his account before and his 457 plan account balance at the close of business yesterday was 
$84,000. To calculate the maximum loan amount he is eligible to receive, we need to determine if 50% of his account balance 
($84,000 × 50% = $42,000) is greater than or less than $50,000. In this case, 50% of his account balance is less than $50,000,  
so the maximum loan amount Michael is eligible to receive is $42,000.

EXAMPLE 2
Kathy has never taken a loan from her account before and her 401 plan account balance at the close of business yesterday was 
$240,000. In this case, 50% of Kathy’s balance ($240,000 × 50% = $120,000) is greater than $50,000, so the maximum loan 
amount Kathy is eligible to receive is $50,000 (the lesser of the two amounts).

EXAMPLE 3
Pam took a $15,000 loan from her account eight months ago (in the previous calendar year) and her 457 plan account balance at the 
close of business yesterday was $130,000. In this case, 50% of Pam’s balance ($130,000 × 50% = $65,000) is greater than $50,000, 
but that amount must also be reduced by her highest outstanding loan balance over the past 12 months, so the maximum loan 
amount Pam is eligible to receive is $35,000. ($50,000 – $15,000 = $35,000)

MAXIMUM LOAN AMOUNT WORKSHEET

Worksheet Template

Example
(using numbers from 
Example 3 above)

1)	 Enter 50% of your total plan account balance. 1)� $ 1)� $65,000

2)	 Enter the answer to #1 or $50,000, whichever is less. 2)� $ 2)� $50,000

3)	 Enter your highest outstanding loan balance over the past 12 months (from all of 
your plans combined), if applicable.

3)� – $ 3)� – $15,000

4)	 Subtract #3 from #2 and you have the maximum amount you are eligible to 
receive as a new loan or loan refinance.

4)� $
(maximum loan amount)

4)� $35,000
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NEW LOAN/REFINANCE APPLICATION FORM

Use this form to apply for a new loan or to refinance an existing loan. Print legibly in black or blue ink.

3 PARTICIPANT SIGNATURE

1 PARTICIPANT INFORMATION

Social Security Number:

   –   –    

Zip Code:

     –    

State:

 

Employer Plan Number:

     

Employer Plan Name:

Mailing Address:

Email Address:

City

Daytime Phone Number:

(    )    –    

Full Name of Participant:

Last First M.I.

Marital Status

  Married       Single

2 NEW LOAN/REFINANCE INFORMATION

A.	 New Loan or Refinance (Select One):  . . . . . . .          New Loan     or       Refinance (Loan # )

B.	 Amount (Select One): . . . . . . . . . . . . . . . . . . .                      Maximum amount available     OR       $

C.	 Loan Term Requested (Select One): . . . . . . . . .            Maximum term available     OR         (enter number of months)

D.	 Loan Type (Select One):  . . . . . . . . . . . . . . . . .                    Conventional            Primary Residence Loan (attach signed Buyer/Seller agreement)

E.	 Purpose of Loan: 

F.	 Repayment Method (Select One): 

	 Payroll Deduction:	 Next Payroll Date (mm/dd/yyyy):   /   /    

		  Payroll Frequency:            Weekly (52)           Bi-Weekly (26)            Semi-monthly (24)         Monthly (12)

  ACH Debit (Monthly) — �Please check with ICMA-RC to confirm availability of this option. You will also need to complete and attach an Automatic Bank Account Debit 
Authorization Form for ACH Loan Repayments.

I hereby apply for a loan, subject to and in accordance with the terms and provisions of my employer’s plan. I understand that this application will result in a loan origination fee being 
deducted from my account balance, if such fee is applicable to my employer’s plan. I also understand that any amortization schedule or loan data received prior to receipt of the actual loan 
documents was for illustrative purposes only. 

As required by law and under penalty of perjury, I certify that the Social Security Number (Taxpayer Identification Number) I provided is correct and that I have read the Additional 
Information section of this form.

Participant Signature: � Date:   /   /    

4 PLAN SPONSOR/EMPLOYER AUTHORIZATION

Employer Signature: � Date:   /   /    

Name (Please Print): � Title:  
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ADDITIONAL INFORMATION
The plan sponsor establishes the rules for the plan’s loan program. If you 
have questions about the loan rules applicable to your plan, please contact 
ICMA-RC.

Eligibility
Only active employees are eligible to request a new loan or refinance 
an existing loan. The plan sponsor may allow loans to be taken for any 
reason or restrict loans to hardship situations only.

Maximum Number of Loans*
You may receive one new loan or refinance one loan per calendar year. 
Plans may allow up to five loans to be outstanding at one time.

Loan Amount
The maximum amount of all loans to a participant from the Plan and  
all other plans that are either 457(b) plans or qualified employer plans 
under Section 72(p)(4) of the Code (e.g., 401(a) plans) shall not exceed 
the lesser of:

(1)	 $50,000, or
(2)	 One-half of the value of your account.

When calculating the maximum amount you are eligible to borrow, 
the lesser value of (1) or (2) above must be reduced by your highest 
outstanding loan balance over the last 12 months. The minimum loan 
amount is $1,000.

DISCLOSURES

Origination and Annual Maintenance Fees
A $75* origination fee is charged when your loan request is processed 
and a $50* maintenance fee is charged annually. These fees are deducted 
directly from your retirement plan account. You may want to consider 
other sources for small loans, as the fees for taking a loan from your 
employer-sponsored retirement plan may be significant in relation to the 
size of the loan.

*May differ for some plans. 

ACH Payment Rejected Fee
If a loan repayment scheduled to be paid via ACH debit is rejected due 
to insufficient funds, invalid bank account information, or account 
closure, a fee will be charged to your account. The fee is $20 for the first 
occurrence and $50 for each subsequent occurrence.

Loans from Other Plans
Outstanding loans from employer-sponsored retirement plans, including 
those with ICMA-RC and any plans with other providers, may reduce the 
amount you are eligible to borrow. IRS regulations require that you take 
any such loans into consideration when determining the amount you are 
eligible to borrow.

Deemed Distributions
If a scheduled payment is still unpaid at the end of the calendar 
quarter following the calendar quarter in which the payment was due, 
any outstanding loan amount will be treated as a distribution. The 
principal balance and accrued interest will be reported to the IRS as a 
taxable distribution. Plan sponsors are obligated to comply with federal 
regulations regarding the administration of the plan’s loan program and 
must monitor loan repayments to help prevent against loans being treated 
as distributions. 

Loan Repayment Terms
The repayment terms, including the interest rate, amount and frequency 
will be based on the options you select and cannot be changed once you 

accept the loan terms by signing and cashing/depositing the loan check. 
Loan repayments reduce the outstanding loan balance by the amount 
of the repaid principal. Interest paid is credited as earnings on the 
investment in the note.

Please be aware that if you elect to make loan repayments via payroll 
deduction, you will not be able to change to ACH debit repayments after 
separating from service with the plan sponsor.

Paying Your Loan Off Early
You may elect to make additional loan repayments to pay down or 
completely pay off an outstanding loan without being subject to a penalty 
or additional fee. If you elect to pay down the loan through additional 
repayments, each additional repayment will be applied forward to both 
principal and interest, as specified in the original repayment schedule. 
Please note that no payment date may be “skipped” even if you make 
additional pay-down repayments ahead of schedule. If you elect to 
completely pay off the loan in the amount shown on your statement as the 
outstanding balance, no further interest will accrue.

To submit pre-payments, you may forward a cashier’s check or money 
order to the appropriate address listed below. Personal checks are not 
permitted.

457 Plans
Vantagepoint Transfer Agents – 30XXXX 
c/o M&T Bank 
P.O. Box 64553 
Baltimore, MD 21264-4553

401 Plans
Vantagepoint Transfer Agents – 10XXXX 
c/o M&T Bank 
P.O. Box 64668 
Baltimore, MD 21264-4668

You must include your account and loan numbers on the cashier’s check 
or money order.

SPECIAL CIRCUMSTANCES

Qualified Joint and Survivor Annuity  
(Applies to some 401 Plans only)
If you are a married participant withdrawing assets from a 401 plan, and 
the employer has selected the Qualified Joint and Survivor Annuity as 
the default form of payment, you and your spouse must also complete 
the Waiver of Qualified Joint and Survivor Annuity Form. This form is 
available online at www.icmarc.org/forms or by contacting ICMA-RC.

Roth Assets (if applicable) 
If your 457 or 401(k) plan allows Roth contributions, any Roth assets 
in your account will be included when calculating the amount you are 
eligible to borrow, but these amounts are generally not available to be 
included as part of the actual loan.

Summary Description
This publication provides a summary of the rules governing the loan 
options available in ICMA-RC 457 or 401 plan accounts. The actual rules 
governing the plan are contained in state retirement laws and the federal 
tax code. This publication is a summary, written in less legalistic terms. It 
is not a complete description of the law. If there are any conflicts between 
what is written in this publication and what is contained in the law, the 
applicable law will govern.


